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To refer a potential candidate for a vacant advertised professional position where an employment referral bonus payment is applicable, please complete this form and email to the local HR Professional for the area that advertised the vacancy. Please note that this form will only be accepted by electronic email to ensure that the date and time of submission is recorded accurately.
Please refer to the University’s Employment Referral Program Guidelines for more information about the program.

I am pleased to refer the following person to the vacant advertised professional position specified below under the University’s Employment Referral Program.
	Referred Candidate *

	Full Name:


	Advertised Position

	Position Title:

	Reference Number (if applicable): 
	Position Classification:

	Division / School / Research Institute / Unit:


	Referred by **

	Full Name:
	Employee ID:

	Position Title:
	Phone number:

	Division / School / Research Institute / Unit:


Please note:
*  The referred candidate must be a new introduction to the University. They cannot be, or have been, employed by the University in any capacity (including as a contractor or consultant). If the referred candidate was a student of the University, they must have graduated from the University at least twelve months prior to the referral.

**  The nominating staff member must be a continuing or fixed-term staff member employed by the University both at the time of referring the candidate and at the completion of the candidate’s probation. Staff are not eligible to participate in this program for vacancies in which they are involved in the assessment and decision making process.  They must not act as a referee for the referred candidate. Human resources professionals are not eligible to participate in this program for vacancies in their Division / School / Research Institute / Unit.

	Approval for Payment of Referral Bonus
If the candidate was successful in gaining employment for the above position, and they have successfully completed their probationary period, approval must be obtained from the Cost Centre Manager before payment of the Referral Bonus can be paid to the nominating staff member.

Candidate Appointed:  (
Probation period successfully completed:  (
Gross Bonus Amount $__________  Cost Centre:  _ _   _ _ _ _ _     Item Code:  1 0 6 7 

Cost Centre Manager’s Name: 


Cost Centre Manager’s Signature:

Date: 




